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STATEMENT OF GENERAL PROBLEMS FOR REPLACING 
1935-36 CERTIFICATES FOR 1934-35 CERTIFICATES. 


The procedure for replacing Certificates usable in crop 
year 1934435 with Certificates usable in crop year 1935-36 falls 
into two main divisions. These are: 

(1) Operations involving 1931-35 Certificates. 


(2) Receipt of unused portions of 
1934-35 Certificates. 


(b) Audit of forms relating to 1934-35 
Certificates. 


(2) Operations involving 1935-36 Certificates. 


(a) Preparation of a Schedule of Replace- 
ment Certificates. 


(b) Audit of the Schedule of Replacement 
Certificates. 


(c) Preparation of Replacement Certifi- 
cates. 


(d) Distribution of the Replacement Certi- 
ficates to the various County Assistants 
in Cotton Adjustment. 
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INSTRUCTIONS AND PROCEDURE FOR HANDLING FORMS FOR RECEIVING 
AND AUDITING CERTIFICATES USABLE IN 1934 TO BE REPLACED 
BY CERTIFICATES USABLE IN 1935 


Toe following forms will be used: 


ike 


oa 


aie’ 


(3B. se 


(Brake 


(B. A. 


(Bo a. 


een 


ll and B. A. ll-a) - 1934 Certificate and 
cover. 


123) - Producer's Certification and Receipt 
for 1934 Certificates to be Replaced 
by Certificates Usable in 1935. 


124) - Report of Cotton Tax-Bxemption Certi- 
ficates Issued for Crop Year 1934-35 
Tendered for Replacement by Certifi- 
cates Usable in Crop Year 1935-36. 


125) - Register of Cotton Tax-Exemption Cer- 

tificates Usable in Crop Year 1935-36 

a Replacing Surplus Certificates Issued 
..in Crop Year 1934-35. 


Sl tid Both Aven vin $685 corer care mene 


Cover. 


(8-8903) - Acknowledgement of Receipt of Package. 


(ieee oe 
Corus 


(Cree 


oR ee 


) - Rejection Memorandum. 


) - Correction Memorandum. 


NTH, 
J 


Letter of transmittal for receipted 
forms B. A. 124 and Rejection and 
Correction Memoranda. 


) = Letter of transmittal for B. A. 125, 
aS ae Que and any As pll-a. 


(S, C. P. 13) - Group Case Envelope. 


DEFINITIONS 


Group case envelope: 


The group case envelope is an intra-office 
envelope in which all material pertaining to 1934-35 
certificates tendered for replacement shall be placed 
for filing and movement from unit to unit within the 
section. 


Group case: 


A group case is the basic working unit end is 
that report or portion of a report that will fit in 
a group case envelope without crowding. Those reports 
that are too large to fit conveniently into a group 
case envelope shall be divided into two or more group 
cases, 


Group case code: 


The group case code is a system of three numbers 
separated by dashes which indicates on one horizontal 
line: 


(a) The report number of B. A. 124. 


(b) The sheet number of the first | 
sheet of B. A. 124 in the group 
case. 


(c) The sheet number of the last 
sheet of B. A. 124 in the group 
case. 


For example: The code "6-5-12" indicates that 
the group case consists of sheets 5 through 12 for re- 
port number 6 of certificates tendered for replacement. 


The following units will handle and prepare forms in the 
approximate order noted: 


(1) Receiving. 

(2). Route, Files, and Records. 
(3) Audit ond Machine Sub-Unit. f 
(4) Scheduling. 

(5) Certificate cutting. 

(6) Computing. 


(7) Correspondence. 


RECEIVING UNIT 


The receiving unit shall: 


(1) 


_ 
tae) 
ed 


(3) 


Inspect all packages received from the Assistant in 
Cotton Adjustment and determine that they contain: 


(a) B. A. 123 - one copy for each 
producer desiring replacement 
certificates. 


(b) B. A. 11 and ll-a - attached to 
B. elves 


(c) B. A. 124 - two copies, the ori- 
ginal and duplicate, completely 
prepared by the Assistant in 
Cotton Adjustment. 


If a package is received which does not contain the 
above described material, it shall be immediately 
forwarded to the Correspondence Unit for adjustment. 


Prepare a group case envelope, (S. C. P. 13) and enter 


on the upper left corner, in addition to the informa- 
tion called for on the face of the envelope: 


(a) The state and county code. 
(b) Group case code. (See page 4) 
If a report is too large to be placed in one group 


case envelope, such report shall be broken down into 
two or more group cases. 


Place atl group cases in the group case envelope 


. and transmit such envelope immediately to the Route, 


Files, and Records Unit. 


(4) Indicate on all bills of lading or receipts for 
express or parcel past packages the state and county 
code and the report number, ond transmit all bills 
of lading or receipts to the Correspondence Unit to 
serve as a basis for acknowledging receipt of such 
package. 


ROUTE, FILES, AND RECORDS 


All material is to be filed in group case envelope, 
eee a ao 


All material: entering or being returned to the Route, Files, 
and Records Unit shall pass over the desk of the Bookkeeper. Such 
Bookkeeper!s duties are. to maintain a record of the description and 
progress of each group case through the various units. Such record 
Shall be kept on the form indicated in Figure 1. Indicated on this 
figure is also the source of all data to be recorded thereon and the 
time at which such data is to be recorded. 


From time to time, the Route, Files, and Records Unit will re- 
ceive from the Receiving Unit properly coded group case envelopes con- 
taining the necessary material for replacing certificates usable in 
1934-35 with certificates usable in 1935-36. 


From time to time the Route, Files, and Records Unit will receive 
from the Correspondence Unit a copy of Form 8~-8903 to indicate the 
acknowledgement of receipt of the package. No S. C. P. 13 shall be 
filed until a copy of 8-890% is received from the Correspondence Unit 
to indicate acknowledgement of receipt of package. If an 8-8903 is 
reccived from the Correspondence Unit for which no S. C. P. 13 has 
been received from the Recetving Unit, an immediate check shall be 


made to determine ‘tlie location of the missing report. This procedure 
checks both the Receiving Unit and the Correspondence Unit so that . 
it is certain that every package received has been properly prepared 
in the Receiving Unit and has been acknowledged by the Correspondence 
Unit. One 8-8903 shall be sufficient for acknowledging receipt of. 

all group cases which go to make up a single report. 


All S.C. P. 13's shall be filed with respect to state ond 
county code and group ‘case codes. 


The Route, Files, and Records Unit shall be responsible for 
the exact location of every S. C. P. 13 and its contents at all 
times. Therefore, all material leaving the files must be charged 
on appropriate forms to the person to whom issued. 


The Route, Files, ond Records Unit shall be responsible for 
control and distribution of work and at all times see that the vari- 
ous units are supplied with work. A control. card in the following 
form shall be prepared for each group case: 
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Pr ee 


State & County County State Group Case Code 


Code 
WoeSheete fA 12S) Ps woe Poundate 2.9. vx 
Charged To oY SeRex : Date : Operation 


Completed 
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As S. C. P. 13's are issued to the various Supervisors, such issu- 
ance shall be recorded on the control card. As S. © P. 13's are 
returned to the files by the Supervisors, they shall be credited 
on the: control card with return of the material. 


Cards for material in the files shall be filed in a 
separate control file. Cards for material charged to the various 
Supervisors shall be filed in a separate file. ‘This system 
enables the Supervisor of the Route, Files, and Records Unit to 
determine the exact location of all group cases with a minimum of 
efforte 


To facilitate control and routing, a control form shall be 
stamped in the upper right hand corner of S. O. P. 13. This control 
form is as follows: 


Receipt of package acknowledged. 

Audit, computed, and 1934 

certificates filed. 

Schedule on B. A. 125. 
Certificates cut and forwarded. RAGE Sli Ye PR A 
Receipted copy B. A. 125 received. 


As the operations are completed by the various units, the date 
the operation was completed and returned to the files shall be entered 
in the space provided on the control form by the clerk completing 
such operation. 


Upon completion of the audit of B. A. 123's' and B. A. 124's and 
the return of S. C. P. 13 from audit, the Route, Files, and Records Unit 
shall remove the B. A. 11's from S. CG. P. 13 and file them in permanent 
files with respect to state and county code and group case code. 


AUDIT AND MACHINS SUB-UNIT 
General Instructions: 


The Supervisor(s) of the.Audit and Machine Sub-Unit shall be 
responsible at all times for material charged to his (their) 
poh aw th ries 


Each §. C. P. 13 issued to the Supervisor(s) of 
the Audit and Machine Sub-Unit for audit shall contain: 


(1) Be A...123 - one copy (the 
original) for each Producer 
surrendering Certificates, 
with the appropriate Certi- 
ficates and Certificate 
Covers attached. 


(2) Be A. 124 ~ two copies (the 
original and duplicate). 


a er. - one copy, of acknow- 
ledgement of receipt of package. 


No changes shall be made on the face of B. A. 123 or 
B. A. 124 by the Audit Clerk. Every change or correction _ 
shall be made by the Supervisor(s) of the Audit and Machine 
Sub-Unit. Such Supervisor(s), upon making the correction, 
shall initial and date such change, Each correction shall be 
recorded on C. S. (correction memorandum) prepared in 
duplicate. One copy, (the original) of C. S. is to be 
forwarded to the Correspondence Unit by the Supervisor(s) 
at the time receipted B. A. 124's are transmitted to 
Correspondence. One copy of C. S&S. retained in S, 0. P. 1d. 
Notice of such correction shall be entered by the Supervisor(s) 
on the face of S. C. P. 13 under "Remarks." 


If it becomes necessary to reject a form B. A. 12d, 
the entry of this B. A. 123 on B. A. 124 shall be ruled out 
in red pencil by the Supervisor(s). Rejection Memorandum 
(Cc. S. ) adequately describing said B. A. 123 and the 
reasons for its rejection, shall be inserted in the report in 
place of the rejected B. A. 123. This Rejection Memorandum 
shall. be prepared in duplicate. One copy (the duplicate) shall 
be inserted in the report. The original, to which shall be 
attached the rejected B. A. 123 with its proper Certificate(s) 


LO 


and Cover(s), shall be forwarded to the Correspondence 
Unit for adjustment by the Supervisor(s) at the time 
receipted B. A. 124's are transmitted to Correspondence. 
Notice of such rejection shall be entered on the face 
of S. C. P. 13 under "Remarks." | 


Detailed audit of B. A. 12%: 
(1) Auditors shall use red pencil. 


(2) Detach the certificate(s) from-B. A. 123. 
Check state and county code number with state and county 
on Se Oe a 13 and Be Ne 123. 


(3) Check Serial Number of Certificate(s), Net 
Pounds and Application Number on Certificate(s) against 
Be A. 123 for each Certificate recorded or attached to 
Bs sec dese . . 


. (4) Determine the total number of Cértificates 
and net poundage on B. A: 123. . . 


_. (5) Cheek signature of Produéer:on B. A. 123 with 
name appearing on the Certificate(s) or the Certificate 
Cover(s) in case of traisfer.- In casé the Certificate is 
from thé middle part of a‘full five thousand-pound Certi- 
ficate or if no name appears on the Certificate, see the 
Supervisor(s). Refer all cases in which rightful owner- 
ship of Certificate(s) is questionable to Mr. Deal. From 
time to time administrative rulings on typical cases will 
be made.’ If Certificate Covers are not: necessary to 
establish the rightful ownership of the Certificates they 
may be destroyed. : prea: ¢ ita 


} (6) Check Signature of Assistant in Cotton Adjustment 
and County Agent on’B. A.:123 to verify proper receipt to 
the Producer. | | 


aye 


(7). Cases not covered by this procedure shall be 
referred to the Supervisor(s). 


Detailed audit of B. A, 124: 


(1) Check the heading of B. A. 124 to see that it 
has been completely and properly prepared by the Assistant 
in Cotton Adjustment. 


(2) Check columns 1, 2, 3, als and 5 for See 
with the information shown on B. A. Loo 


(3) Bracket inthe poundage figures for each 
Producer's receipt as shown in column 1 to indicate the 
Certificates surrendered as a unit. 


jabs) Enter the total net pounds as shown on B.-A. 12% 
‘in the right margin of B. A. 124 opposite the bracket. . 


(5) Determine the mumber of 1935-36 Certificates 
necessary to replace the total net pounds by dividing the 
total net pounds by 3000 and rounding the quotie:t upward. 


Example: 


14,800 + 3000 = 4.983 
Rounding Upward 4.933 becomes 5 


inter such quotient over the net pounds, as determined in 
(4), so that the two numbers form a fraction. For instance: 
5 indicates that five Lean 36 Gos jaa Catios will be 
14800 
needed to replace 14800 pounds of iicassheces négtiticates. 


(6) Do not attempt to check page totals. 


(7) Be certain that the Assistant in Cotton 


Adjustment and the Coun, Agent have both signed each form 
Be Ae 124.- 


(8) Hach group case, upon completion of the above 
steps, shall be placed in S. C. P. 13 and transmitted to 
the Machine Sub-Unit by the Supervisor(s). 


Upon the return of the material from the Machine 
Sub-Unit, the Supervisor(s) of Audit shall check totals of 
Be A. 123, B. A. 124, and Certificates with tapes furnished 
by the Adding Machine Unit. Upon satisfying himself that 
the report is in agreement and correct, he shall date and 
sign "EH. Le Deal" by .........2...... | "Supervisor" on every 
form B. A. 124,.one copy of which (the duplicate) to which 

Shall be attached Correction and Rejection Memoranda, if 
any, Shall be forwarded to the Correspondence Section for: 
return to the Assistant in Cotton Adjustment as his receipt. 


All group cases are to be returned to the Route, Files, 
and Records Unit and are now ready for operation number two. 


MACHINE SUB-UNIT 


The eealcless Sub-Unit will receive, from time to time, 
from the Supervisor(s) of Audit, S. C. P. 13's containing: 


G1) Ba. A ales. 
(2), Be A, 124. 
CeoyeD eu A socUIt, 
Adding machine tapes shall be run on: 


(1) Total number of net pounds as shown 
ON Be sie. 


13 


(2) Column 5 of B. A. 124. 


(3) Denominator of fractions appearing in 
the right margin of Be A. 124. 


(aye eae 1ie 


(5) Numerator of fractions appearing in 
the right margin of Be A. 124. ° 


The totals obtained under (1), (2), (3), and (4) shall be in 
absolute agreement. The total obtained under (5) is to be used in 
making requests to the Tax-Exemption Certificate Control Unit for 

1935-36 Certificate Serial Numbers and Certificates. 


All tapes shall be identified by writing below the total: 
(1) County and state. 
(2) Group case code. 
(3) Form number on which the tape was run. 


(4) Designation of the specific item on the 
form for which the tape was run. 


Upon checking the three Gove the Certificates shall be 
canceled in a manner to be decided upon at a later date. Certifi- 
cates shall then be rolled and certificate adding machine tape shall 
be wrapped around the roll in such 1 manner as to leave the total 
pounds and identification symbols on the outside so that the bundle 
may be readily identified. The tape for B- A. 123 shall be stapled 
to the first sheet of B. A. 123 in the bundle. - The tapes for 
Be Ae 124 shall be stapled to the first sheet of B. A. 124. 


The material shall be replaced in S. ¢. P. 13 and returned to 
Supervisor(s) of Audit for checking and return to.the files. 


the 
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CORRESPONDENCE 


Generals 


A copy of all correspondence relating to forms 
Be Ae 123, Be A. 124, and B. A. 11, must be forwarded at 
appropriate times to the Route, Files, and Records Unit. 
As many copies as may be.required for each type of 
letter will be decided upon as typical cases may arise. 
Form letters will be used whenever possible. A copy of 
each letter prepared shall be filed in the Section General 
Files. 


On letters requiring a reply from the Assistant in 
.Cotton Adjustment, appropriate files shall be kept showing 
‘the date our letter was written and the approximate date 
upon which we should receive a reply. If, after a reasonable 
length of time, no reply is received, follow-up letters 
shall be written and recorded in such files. 


Form letters: 


The Correspondence Unit will receive from the 
Receiving Unit all bills of lading, express receipts, or 
postal receipts. With this material as a basis, a form 
letter (8-8903) shall be prepared for each receipt to 

acknowledge the Section's receipt of the package. Insert 
in the lower left corner of 88903 the report number for 
which such letter is an acknowledgement. 


: Receipted forms: B. Ay 124 and Correction and 
Rejection Memoranda will, from time. to time, be received 
from the Supervisor(s) of Audit for transmittal to the 
Assistant in Cotton Adjustment. This material shall be 
transmitted to the Assistant in Cotton Adjustment on form 
letter (CG. S. 
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INSTRUCTIONS AND PROCEDURE 
FOR THE 
PREPARATION OF FORMS NECESSARY IN ISSUING CERTIFICATES 
USABLE IN 1935-36 FOR THOSE 
USABLE IN 1934-35 


SCHEDULE UNIT 


The Schedule Unit will receive from the Route, Files and 
Records Unit at various times group Cases which have been approved by 
the Supervisor(s) of Audit. Accept no group case envelope unless the 
BeAel24's contained therein have been signed by the Supervisor(s) 
of Audite 


The Supervisor of the Schedule Unit shall secure a block 
of certificate serial numbers from the Tax-Exemption Certificate 
Control Unit for each group case. The necd for certificate serial 
numbers shall be anticipated and a memorandum to the Tax-Exemption 
Certificate Control Unit requesting blocks of certificate serial 
numbers shall be prepared and forwarded to such Unit. A covy of all 
such memoranda shall be kept by the Supervisor of the Schedule Unit. 
The number of certificates required is shown on the adding machine 
tape attached to the first sheet of BeAsle4 in the group case. 


To minimize checking with the Section's general records, a 
record of sheet numbers previously assigned to B.A.125's shall be kept 
by the Supervisor of the Schedule Unit by State and County... Make 
certain that no B.4.125 sheet number is duplicated for any given county. 


Type the schedule (form BeAs125) in triplicate, using 
BeA.12h as a basis of entry. List Certificate Serial Numbers in 
numerical sequence and use ag many Certificate Serial Numbers as 
required to issue the total poundage as shown in the right margin of 
BeAel2h for each County Receipt. Do not insert the totals. 


If several Certificates were surrendered for replacement, as 
shown in column 5, B.eA.l24, for one County Receipt, as shown in 
Column 1, B.A.124, and column 1, BeAwle5, and the net total of such 
Certificates is less than 3000, use only one Certificate Serial 
Number for replacement. Use as many Certificate Serial Numbers as 
indicated in the numerator of the fraction appearing in the right 
margin of B.A.12h for cach County Reccipt. 


Check the scheduling by sccing that column 4 plus column 5 


for each Certificate issued equals 3000. 


All material shall be inserted in the group case envelope and 
shall’ be forwarded to the Route, Files and Records.Unit. 


AUDIT 


The material necessary for audit and preparation of 1935~36 
Certificates is as follows: 


23 (1) Form B.A.124 ) Received from Route, 
) Files, and Records Unit 
(2) Form B.A.125 ) in SeVereils. 


(3) Forms B.A.211 and B.A.2li~a, bearing 
serial numbers listed on Forms B.A. 
125. (Supplied by Tax-Exemption Certi- 

ficate Control Unit) 


Check B.A.125 against form B.A.124 to verify agreement between 
column 1 of BeAel24 and column 1 of BeAel25; of column 2 of BeAsl 2) 


and column 2 of BeA.1253 and column 5 of B.A.124 with column t of 
B sAeled. 


In verifying column 5, form B.A.124, with column 4, form 
BsAw1le5, the net poundage for each receipt serial number shall be 
taken as the poundage unit. 


Check columns 4 and 5, form BeAe125, to see that column 44 
plus column 5 equals 3000. 


Check serial numbers as listed in coluun 3, Torm BeA.125, to 
verify that they are listed in numerical sequence. 


Prepare and cut from B.Aecll, using the information given 
on B.Ael25 as a basis. { 


Prepare Certificate Cover, form B.A.cll-a, and staple the 
Certificate to its Do not, however, fold the Certificate. : At all 
times keep Certificates in numerical order with reference to 
Certificate Serial Numbers as shown on B.A.125. 


All materials pertaining to form B.A.le5 shall be placed in 
SeCePel3 and forwarded to the Machine Sub-Unit by the Supervisor. 


MACHINE SUB-UNIT 
At various times, office envelope, S.C.P.13, for various 

county reports will be received from the Supervisor of Audit. The 
material contained in §.C.»P.13 shall be: 

(1) Form B.A.124, one copy, the original 

(2) Form B.A.125, three copies 

(3) Form B.A.2ell, Certificates 

(4) Form B.A.2ll-a, Certificate Covers 


(5) Form B.A.2ll, detached portions of 
Certificates 


The following totals shall be run: 
(1) Total of column 4, form B.A.125 
(2) Total of column 5, form B.A.125 


(3) Total of Certificates, form B.A.211 


1 


All tapes shall be identified by writing below the total: 
(1) County and State 
(2) Group case code 
(3) Form number on which the tape was run 


(Ui) Designation of the specific item on the 
form for which the tape was run. 


The total of column 4 plus the total of column 5, form B.A.125, 
shall equal a multiple of 3000, such multiple being the number of 
Certificates used. The total of column } shall equal the total 
obtained by adding the Certificates. The tape on Certificates shall 
be wrapped around the bundle of detached portions of Certificates. 


Upon verification of all totals, the Certificates shall be 
folded, placed in their respective covers and tied in a neat bundle, 
for transmission to Route and Files in the §.C.P. 13. The Certificates 
and original and duplicate copies of BeAel25 shall then be transmitted 
to the Correspondence Unit. All totals shall be entered in the spaces 
provided on BeAel25 with pen and ink by the Supervisor of the Machine 
Sub-Unit. 


CORRESPONDENCE UNIT 


The Correspondenge Unit at various times will receive from 
Route, Files and Records tito original and duplicate of B.A.sle5 and a 
bundle of Certificates which are described on B.A.125. An appropriate 
form letter (C.S. ) transmitting the material to the Assistant in 
Cotton Adjustment shall be prepared with the usual number of copies 

to be distributed to the various files. 


The departmental address sticker shall be prepared and attached 
to the bundle of Certificates for transmittal with the Certificates and 
forms BeAel25 to the Mailing Unit. 


The Correspondence Unit shall be responsible for securing the 
return to Washington of the original receipted copy of form BeAe125. 
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_ Porm No. SiGiuPs-42 _ )) ‘ 
Us Ss Devartment of Agriculture 
Agricultural Adjustment Administration 
Surplus Certificate Pool 
Division of Cotton 


INSTRUCTIONS FOR THE HANDLING OF 
SALES REPORTS, REMITTANCES, AND RELATED FORMS FOR THE 
SPECIAL SURPLUS COPTON TAX-EXEMPTION CERTIFICATE POOL AND 
THE NATIONAL SURPLUS COTTON TAX-EXEMPTION CERTIFICATE POOL, 


Approved: 
we LS 
haa Aida derek Procedure and Methods Unit 
E. Le Deal ie of 
Certificate Pool Manager, Tax-Exemption Certificate Section, 
AFG Division of Cotton 
ie Oy! ot fe 


of Catton. 


Ward M. Buckles 
Director of Finance 


InsveuOtions FOR CHE HANDLIIG dg? i 

SELES i 68 RTS, Rode THN ICES , “AND RELATE ap oe FOR THE - 
SPECIAL SURPLUS COTTON TAX-DXEMPT ION CURTIFICATE POOL AND 
RES NATIONAL SURPLUS CORTON TAX-EXEMPTION CERTIFICATE POOL 


hye ated procedure contained herein may ‘be changed only upon written 
euthorization from the Manager of the Pool end aporoval of the persons ap- 
proving ae procedure. J as 


2. ill corrections must be followed by ""E. 2. Deal, by (initials 
of the clerk)" and dated and made on each copy of the particular form and 
related pavers received, 


3. All material mist be handled in the order of the priority of 
the date of receipt unless specific instructions to the contrary are is- 
sued by the Office of the Meriager. The priority of receint may be 
determined by the serial number order of the figures entered on the 
face of the envelope containing the report, 


4. The enveloves containing the ‘reports will be numbered in a 
consecutive scries for’ the current operation, 


De All clérks must be familiar with the forms and procedure in 
connection with the handling of Sales Reports. Supervisors will be 
responsible for the instruction of their isa in this particular. 


6. All corres: sondenee received from the field must be filcd in 
the general correspondence file, on 


| 


7. Should a case arise in outeoing correspondence wherein it 
is necessary to annex a copy of such corresvondence to the per ticular 
document, or to maintain a record of correspondence within the files of 
tne Wee copies in addition to the regular file number must be prepared. 


8. The color of the ink or pencil designeted for cach Unit sHall 
be used in making all notations, changes, or corrections. 


RECEIVING AND MAILS AND FILES UNIT 
MAIL CLERK 
9% Each rep port will be comprised of; 
(1)‘A Report of Certificates Sold, Form No. B.A. 314, 
7 (2) Sales Records Shects, Form No, B. ny B15. 


(3) Detached portions of tax-cxemption certificates, 
Form No. B; A. eas diy 
eA ek Remittances, i) e., cortified cheeks, bank cashiers 
checks, bank drefts, postal monev ordors, or express 
money orders, 


Whenever one or more of the above types of matcrial docs not ac- 


company the: report; “call he one mpport’ to thy ebtant den: of the Suver— 
visor in charge to determine the possibility of bossy: i If the material 
was not received, refer a.notice concerning the*-case tothe Correspon- 
dence Unit upon tae Suspense Memorandun, Form No. S. CO. P.-24, A dupli- 
cate copy of Form No. S.C. P.-24 must remain in the file with the report 
pending the correction of this error, “When an adjustment has been made, 
tne duplicate copy of Form No. S. CG, P.-24 shell be withdrawn from the: 
report and marked by the symbol "Settlean and filed as a part of the 
permanent record of the unit. ei Wey : Soe eR 

10, popene shell be received from the clearance.section and 
receipted for by a specially designated mail clerk, or clerks, Wo other 
person shall so act for the Ha anager and the clerk, or clerks, so desig- 
nated, shall be resvonsible for the material so rece ipted for eee Loess, 
is placed in the : hands of the > Receiving Clerk, 


11. Inmediatel: upon re sccint of a gistored one ee: containing 
the Sales Report, it shell be opened and a aeeee count made of the 
remittances accompanying the report,.. In. order: to, do this, it will: be. 
necessary to scparate the remittances from the detached -portions of the 
certificates, Caré should be oxcrcised 1 waen performing this operation. 
to preserve, the order in whicn the remittances and cortificetes are ro 
ccived so that subsequent ho ndling .of the report willbe. fa sii ak 


12. After determining the number of Daniela oe forwarded with 
tac reoort, enter the number in the left margin of Form No. B. A. 314. 
end date, initial, and circle the entry to avoid possible future confu- 
sion, 


13. Endorse cach chock. go reccived with tae stamp of the Corti- 
ficate Pool lianagor, Note; The stamp of: endorsement of the Certificate 
Pool Honager will bo assigned to the clerk, or clerks, and such elerix: 
or clerks, will’ be hold strictly accoutsble for its safckecping and 
return upon request to tho Office of .the Pool Ma MALCT. 


14. Place the remittances, do cated portions of the certificates, 


Forms No. B, A. 314 and 315, in the original envelope and transmit the 
report to the Recoiving Clark, ) 


Recciving. Clerk 
avCCiving .vlorix 


15. All reports received by the Mail sy shall ve placed ina 
plain manilla Cnvclope for tronsmittal. through tt e Section, The cnvel. 
ope must be designated in tho Uoper tose corner be the State and County 
Code and the report aumber, i, 0,, if: Report No. 1 of Appling Gounue 
Georgia, is received, the Godc "57-001-1" should be cntercd on the onvol- 
Ope. Immediately below the Stato amd County Code and rovort number des. 
lgnation, en'ter in largo fisures tho serial nee indicating the order 
of pao tat for the roporty, 3p 4s the firs cport reccived, the 
figure "yn should be entored; if it is the prac tars roport,. the 
figure "271" should be ente ered. This motnod. of indicating the order of 


a 


the receipt of reports will ‘de made without consideration for the State 
or County or Resort number and is intended to be used with respect to 
all reports: received by. the Special Pool. 


16. Enter in a General Journal of Sales Reports Received the 
following information for each Report: 


(a). The date Pea, 
Copiethe Ste ate, 
(ec) The Comty. 
(ad) The Bee ere wa 
(e) Pounds sold, 


(f) .The amount received (dollars and cents). 
(2) Tie | munver designating the order in which the report wa 
' “*received, (The first report received shall be cara ah in 
the Journal first, the second report, second, etc.) 


17. - After a Report has been recorded on the General Journal, 
transmit the Report immediately to the Computing Clerk, 


Lon | Webed the Reports have been recorded in the General Journal, 
this record ghall be transferred .as quickly as possible to the Record of 
Mail Receipts, Form No. 'S. C. P. 27. The information trensferred should 
snow: 


(a) -The date received, 

(b). Report number, 

(c) Pounds sold, 

(a) The amount of money received as exoressed in dollars and cents 
The registration fee, Note Note; The registry fee ghall be at 
ell times at the rate of fifteen cents ($,15). 

(f) The condition of the Report as received. This: shall 
be indicated by the following notations: 


(1) Missing Remittances —- "Ch. MN 
(2) Missing Certificates - "Gt. 4." 


(3) Forms No. B, A. 314 missing -~ "314 M," 
(4) Forms No. B. A, 315 missing — "315 M." 
(5) Nothing missing - "0, x," 


19. forms Ho. §. C.. PB. 27 must be prepared for cach county parti- 
Cipating in the sale of certificates and must be maintained in State and 
County Code Number order in three ring binders. or any other permanent and 
convenient method. 


20, ilo report or portion of a report may be withdrawn from the 
Receiving and iMails end Files unit except for the wurpose of audit. The 
person designated by the Audit Unit must receipt for the reports withdrawn 


Be EZ yon 


by entering the date of withdrawal and his. name in the aes, provided on 


Form No. S. 


Ce Pe O70 


Computing Clerk 


ols 
method: 


(a) 


One 


ing manner: 


Verify the entry made on Form No. B. A. 315 by the following 


Multiply by "5" each individual entry in the colwm entitled 
"Pounds Sold!'. The result of each multiplication should ex- 
actly equal the comparable entry, that is, the-entry which 
appears on the same line under the colwnm entitled "Amount". 
Verify the totals of the column entitled "Poulds Detached!. 
Verify the total of the column entitled "Pours Sold". 
Verity the total of the column entitled "Amovunit!!, 

Add the totals of the columns entitled "Pounds Detacheal 

and "Pounds Sold". This result should be exactly divisible 
by "3000". 

The total of the column entitled "Pounds Sold" multiplied 

by "5" should exactly equal the column entitled "Amount". 
Make.a cross balance by addition of the items appearing on 
the same line under the columns entitled "Pounds Detached! 
and "Pounds Sold". In each instance the result should be 
"3000", “Note: If the report has been properly prepared 

in accordance with the procedure outlined above, indicate 
this by placing after each total appearing on the last line 
of Form No. B. A. 315 the symbol ".". If an error has oc- 


curred in. the individual entries of ive columns entitled 
"Pounds Sold" and "Amount" , indicate this by placing the 
“symbol "X" over cach figure which cannot be verified in 


accordance with the instructions contained in part (a) above. 
This same symbol should also be placed directly above the 
total of each of the columns involved. In the event an error 
has been made in the individual entries appearing under the 
columns entitled "Pounds Detached" and "Pounds .Sold', as . 
verified by the operations outlined in part (g) above, place 
the symbol "0" to the left and above each of the incorrect 
items appearing in the column ae "Pounds Detached". 


Verify the entries made on Form No. Be A. 314 in the follow- 


(A) - Section B.. 


(1) In part in subtract the serial number of the certifi- 
cate shown in the column entitled "From!" from the 
serial number of the certificates shown in the column 
entitled "To - Inclusive" and add, one to the remainder» 

The result should exactly equal the figure shown under 
the heading "Number of Certificates". 


(2) See that the total of the "Pounds Detached", "Pounds ~~ 
Sold", and.the "Amount Received" as shown on Form No. 
Be Ae 315 have been correctly transferred to part (b) 


~ 5+ 
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and entered wider the appropriate columns in accord- 
ance with the sheet numbers. Forms Nos Bs A. 314 and 
315 must exactly agree in this respect. 


es) Verify the total of the columns ‘cntitled "Pounds De- 

_ tached" and "Pounds Sold" and "Amount Received! as 
shown on line (c), Multiply the totals of "Pounds 
Sold" by "5S". The result should agree exactly with 
the. total of the column entitled "Amount Received". 
Add the total of the "Pounds Detached! column and the 
total. of the "Pounds Sold" column, The result should 
be exactly divisible by "3000". The result of this 
division should cqual the number of certificates (Sce 
fumaaceran (1) above) as shown in. part (a).. 


(B) - Section c. , 

(1) Verify the total of the column headed "Pounds Detached! 
and the total of the column headed "Pounds Sold", as 
shown in line 3, by adding the respective entries as 
shown ih lines 1 and.2.. 


(2) Verify the entries. made in line 6 by adding the totals 
of "Pounds Detached" and "Pounds Sold" columns, as 
. Shown in line 3. The total of the "Pounds Detached! 
and the "Pounds Sold", as shown in line 3, should ex~ 
actly equal the entry made ‘on line 6. 


(3) Subtract the .amount shown in line 6 from the amount 
_ shown in section (A), line 3, of this form to verify 
the entry as made on line 7, section (c). Indicate 
that the totals have been correctly verified by 
placing the symbol "." above each of the figures 
involved in the Bah operations outlined 
abovee If.the entries are in error, determine the 
correct figure and circle or strike lightly through, 
without obliterating the original figure and make 
the correct entry immediately above the erroneous 
figure. 


“23. ‘Enter: your name ‘and. the date eee the sn HO! on as ne 
center. of Form'No. B. A. 314 to- indicate that the computing work neces- 
sary in. connection with the. ‘report has been computed. 


e4. Reports which have been SRR AGS shall ‘he rensferved to 
the File (Clerk. | . 


File ‘Clerk le at 


2De he report shall be filed in the envelope prepared her ee 
Receiving Clerk. The files shall not be kept in State and County Code 
and Report Number order. The reports shall, however, be filed in ac- 
cordance with the serial number appearing on the face of the envelope. 


26. The reports shall be filed in a cabinet or room which can be 
securely locked at the close of the day. The File Clerk and the Chief of 


oe 


the Receiving ond Mails and Piles Unit shall be responsible for the sa atcs 
keeping of the resorts received and filed and they shall together de- 
termine that the. proper Salgmiiyds have been taken at the close of the 
day! s operation. 


General 


Ole the Receiving and Mails and Files Unit will use blue ink 
in the preparation of Form Nos Se Ge Pe 27 and red pencil for other 
notations or corrections. 


moe LEvit ins i. impossible vor the various clerks to com- 
plete the work assigned to them for the day, they must not hold the 
report over night in their desks. They must return thc: to the Super- | 
visor who will be responsible for the work assigned to ‘Ais Unit. 2 


29. The Chief of the Receiving and Mails and Files room shall 
make a report to the Manager of the Pool of the daily and accumula- 
tive total of: 


(a) Number of pounds sold. 

(b) The amount received, as expressed on dollars and cents. 

(c) The sumber of eine received. 

(d) “The number of reports transmitted to the Audit Unit. 
AUDIT AND REVIEW UNIT 


30. Each Audit Clerk must be familiar with the forms and in- 
structions pertaining to the entire operation of receiving and of the 
audit of Special Pool Sales Reports. 


31. The Chief of the Audit and Review Unit will request each 
day from the Receiving and Mails ond Files room the number of reports 
which he anticipates may be audited and cleared through his Unit dur- 
ing the course of the day's operations. 


Work Control 


See The Supervisor will list on the Work Control Record, Form ‘ 
No. 62°C. P. yoy. Oy. State and County Code and Report Numbers, the ma- | 
terial to be assigned to the various Audit Clerks. The Supervisor will | 
receipt for the material received from the Receiving and Mails and Files 
Unit on Form No. S. GC. Pe 27. 


33. Assign a sufficient volume of work to the Collection Audit 
Clerk. The Collection Audit Clerk will receipt for the report by enter- 
ing his name in the column entitled "Collection Audit By" of Form No." 
Se Ce P.. 28-6. 


mgay Upon | the comple tion of the pas Sette 2 audit, plage a check 
in the column entitled "Returned" to indicate that the work has been 
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released by. the Collection Audit Clerk and enter the total of the re- 
ceipts forwarded with the report under the column entitled, "Amount". 


356 Transmit, the reports previously subjected to a collections 
audit to the Certificate Audit Clerk and secure his receipt for such 
reports in the column entitled "Certificate Audit By" of Form No. 

Se Ce Pe O86 : : 


86. Upon the completion of the certificate audit, place a 
check mark in the column entitled "Returned" and transmit the report 
to the Review Clerk and secure his receipt for the material in the 
column entitled "Reviewer" of Form No. S. C. P- 28- 


37. Tne Review Clerk shall, upon the completion of the review ° 
operation, divide the report into its component parts for distribution 
to the various Units in the manner.to be hereinafter provided. 


Collections Audit Clerk 
38, Place in the adding machine the amount expressed in each 

remittance accompanying the report. The total of the remittances must 
exactly agree with the totel appearing on Form No. B. Ae B14, Ranh Beds 
line (c), under the heading "Amount Received". If these do not agree, 
examine the individual items appearing in the column entitled "Amount" 
of Form No. B A. 315. The amount of the individual items expressed in 
each chéck must be accurately described in this column. Correct any 
erroneous description. Where such errors are made, verify the complete 
- description of payments as shown on Form No. B. A» 315. Whenever a check 
on money ,erder, ts missing, ,cinele | the enbry.-on:Form Noe .B. cA. 15L5 rvaich 
represents,the lostinstrument and i ndicatesthat it iwas mot sreceived by 
the symbol "N. R.". 


, 
t bit sly subjected to a collections 


wos, PLONSMLD) oC ports previousdy subjects 
audi t,.bcP Ahi Correct the sheet totals as, shown om Foun didn B fok. b6, under 
-the,,colum entithed, Amount". and, the necapi tulatiay'o f such;totals on 


Form No. ;B., A. SL4 in accordance with the operations outlined in Para- 
graph No. 38. 


~ + 4 


oye 


_ 


26. Unon-the completion of the certificate MLA t;, Place x 
he p40» ; Compare ithe, actual remittance with each entry ‘im the column 


entitled tAmount' of Form Now Ba Ae 315 which has been marked. bythe 
Computing Clerk with the ssymbod, WX") (See Raragraph No. 21). Correct 
any error in the description of the particular remittances as it appears 


on Form, io. ‘Be. Ae B15. Preore sioltl,. wpat - vil completion of the <revi 
ONEr. tI ivide tr eport into 1ts° componen f Lis britiitior 


Yr tion, divide the rer (nto 1ts rent parta) Tor dis on 
5 the Abe oo kf pthe totals, ofthe remittances and tthein individual descrip- 
tion are now in azreement with Forms Nos B. A. 314 and 315, prepare a 
Regeipts. Voucher,| Foym Noe Se Cs P.-29, in duplicate. Attach the adding 
machine tape, prepared with respect to the remittances, to one copy of 
Form Now S. 0. .P.729,::clearly, marking,.such. tape, by the State sand. Coun ty 


must be exerciscd,in, accurately, completins.the requirements of the Re- 
seipt, Vouchersyividual items appearing, in the column entitled “Amount 
Of farm Wa. sf. Ae, Sloe Tie shone of the ddividual items “expressed J 
é re 1 ( Ys \ ( es eo drum C f ye QoL 
rronco si eek i. & met: veri t lete 
| pint ; t E Bey Ae ors rie c 
(an : ns ' Taam edo. ot. th 


iy ; ree : ‘ o f . ety et “yeti y . k ‘ be SLipat nc. b Lag be 
FY el ; a rst oa i cc ; i } ; ap od F P : > pe weil owe 
4 ; ’ Sh a) a) I i Ne ee H j J | j eA Ge ie eh | 
$ i : | { f Jn wht LLL topald 


at ete: Fsphee fp rUTORY SEO c> eeRa Khem Cente Lense GB Fly 9 Cep rau ceplt mr of 
J Sime STE Salceak* SERPS ae «50 . o 8 Be oet a eae de nied ret FAO { By: LPS a 2 fag: 
yj i) 4a Hein OTT el fines tip ic r a 
Oe ee de hod Sats 
fb Re sor Barnemes ets, cake pany Sheet, Form “Ho, Sei Ge, ‘Pe. 0) as ‘to! a 
tne eblowine max kiculanss ere a Aiea 22 30))53 erie ns 
patie), | The ‘state (ebat tu without. abbreviation). ‘ad State (Codex £0 
; WO ar ie) as 
Mo f Ca OD 
“toot @ The: Cnet (spell. without sib beviation): and county Ee ad 
Lt hi FCs t ya ay, 
asp gt od ok Bay oo lp ities aoheP ier so Sek ORT emeR, Eo 
= ee the. Bénort. ‘rumbers ; HOR tie eae e a ey if Ad Phd TS SS | Rsk vA » Re 7 
a ' AE OLE dee ot F GO SE TT ee Tg POI, oehe ao AD 
ei Dia pep LY id > oh ew OEE wry anne ae, 
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cv iat { as 12 I van 9 a . + Tf Mm > = 4 
. : dod Pak ire : : i rene 
Mi iol aT stat OE te = 
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eo ~ ; 
‘ a tlligy DS: 


bah - Gerti ty as to the amount received’ by signin® im thé’ spac! Oe 
i provided, for the Audit Clerk in. the pao h Ss box appearing 
Peac awd 4a the, AOR, of the, Form... bit te oi | 8t 


P 3 rn ‘ 
ae é og ~~} red ~ ~ f { 
outa lt y : , ‘ LoL tf r wy > ae | ‘ soa 4 
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room ABs isn the ‘completion of ‘He: i edesone: “ghoul e Ng de! J lace Leds 
remittances are arranged in ordér, and securely. bound togzether and that? 
they. have been properly endorsed by the Mail Clerk. Transmit the: report 
to .the SSE ET OOL in the manner "prescribed in ParaZraph' No. Bt eS a 

AAA The, Supervisor. will transmit the. remittances ‘and Form Nos 
Se GuPe-29 to, the Scheduling, Unit of. the Aministrative Avdit ‘of pie ENT 
Ae sricultural Aajus tment. Agninistyiaticn. | . : Ee CUT FSR a 


Wes eal 
1s #5 


Certificate. Audit Clerk | ie ) | pe Pate chee nf “Ben 


“AB. ‘Place in. the adding Rachie! the. figure representing thé actual 
"umber of Pounds, Issued" as determined by an inspection of the, detached 
portion of the certificate, This total should exactly agree with the © 
total number of “Pounds Sold" as shown on Form No.’ B. As 314,- Part B, line 
(c)., If these totals do not agreé, examine the individual ‘items ‘appearing 
under ‘the column entitled "Pounds Sold" of Form Now B. A. 315) to’ determine 
the. location of the error.’ The certificates must be acbura tely described 
on Form ‘No. 3. A. 315. Note: ‘When preparing. the’ total, of.."PoundsSold", 
place in thé machine’ fi sae or non-add symbol,* for voided: cortificates,, 
and count the total number of entries made for all certificates (toi: 
determine the. number of certificates sied:: for the Pepontts 


ve 


* aes EE he certificates nid? iio 8 padi sav beky akemboree athe 
Form No. B. A. 315, correct ‘the entries made in’ the’ columns’ entitled: 
"Pounds Sold" and "Pounds Detached! to’ agree with the certificates. 
Whenever such changes are made, multiply the entry: of "Pounds Sold" 
by five. cents (5. OBys Tie result must equal: exactly the: comparable .., 
entry. appearing. in the ‘column entitled: MAmourt! If they: do/note einige, 
make the proper notations on’ Fotm ‘No’. S$. ©. Pr’ 30. (Séé Paragraph No erie 
52) and consult your Supervisor. rade 


47, Uxamine all’ certificates which have been marked by the: 
Computing, Clerk on Form No.’ B. A. 315 under the column entitled .. . 
"Pounds Sold" b: the symbd 1 "x" "(Soe Paragravh No. 21). “Correct: as 
errors in description in the columns’ entitled: "Pounds Detached! ands ret 
"Pounds Sold"! in the manner outlined in Paragraph No. 46. 


~ I > 


48. Examine all. certificates which have been marked by the 
Computing Clerk on Form No. B. ‘As 315 under the column entitled "Pounds 
Detached": by the symbol "0"... (See Paragraph No. 21). Correct any er- 
rors in description in the columns entitled "Pounds Detached" and 
"Pounds Sold" in the manner outlined in Paragraph No. 46. 


49, Correct the sheet totals of Forms No. B. Ai 315 in cases 
of error and see that the sheet totals have been accurately trans- 
ferred to Form No..B. A. 314, Part B, lines (b) and (c). 


50. Verify the entry made on Form No. B. A» 314, Part B-l, 
(a) under the heading "Number of Certificates" by comparing it with 
the number of certificates as proved by the adding machine tape (See 
Note to Paragraph No. 45). If these are not in agreement, determine 
the correct number of certificates and the serial numbers of the cer- 
tificates and revise the figures appearing on Form No. B. A. 314, in 
this connection. 


Sl. Correct the certificate poundage as per this report as shown 
on Form No. B. A. 314, Part C, line: (1) and related entries if the 
audit operation has cepaeanned a change in the entry made by the As- 
sistant. wagtlly 


52. Prepare Form No. §.:C.. P. 30 as to the following particulars: 
(A) Enter "Pounds Sold" (See Paragraph: No. 45). 


(B) Amount Receivable (Multiply the "Pounds Sold" by five cents 
($ .05). The result is the amount receivable). 


(C) If the "Amount Receivable" and the "Amount Received" (Sce 
Paragraph No. 42, Part (e)) do not-agree, show the exact 
nature of the discrepancy by describing each of the items 
involved in the "Net Over or Under Payment Section" of this 
Form Noe Se Ce Pe 3O. Note: The net over or under payment, 
which is determined by the difference between the gross 
over ond gross under payment, should be the difference > 
between the amount received and the amount receivable. 

The result of the operations performed in either Paragraph 
No. 47 or Paragraph No. 48 must be shown in the event an 
over or under payment. has.been made. Care should be exer- 
cised in such instances for a compensating error may cause 
the "Amount Received" and "Amount Receivable! to balance 
even though parts of the report are in error. 


(D) List the serial numbers of certificates used (See Para- 
graph No. 50). 


(EB) ‘Number of certificates used in sales (See Paragraph No. 50). 
(F) Total Certificate Powndage. Note: The total certificate 


poundage is determined by multiplying the number of certi- 
ficates used in sales by "3000". 


- 10 - 


(G) Total Pounds Detachéds Note: The total pounds detached 
is determined by subtracting total "Pounds Sold" from the 
'total Certificate Poundage". (See Parts (A) and (F) a- 
bove). ! 


(H) In the event over or under payments have been made, indi- 
| cate that they are to be adjusted and outline the manner 
to be employed in effecting such adjustment. If the space 
provided is not sufficient, continue -on a blank sheet of 
paper and staple the papers to Form No. §. C. P. JO. 


(I) Sign and date in the space provided. 


53. Transmit the report to the Review Glerk.in accordance with 
the instructions contained in Paragraph No. 36. 


Review Clerk 
54, The Review Clerk will cxamine Form No. 8S. C. P. 30 against 
the work previously completed in accordance with the instructions to 
all other Units. Note: This check is to be made by comparing adding 
machine tapos and the entrics appearing on Forms Nos.B. A. 314 and 315. 


55. Sign and date Form No. S. C. P. 3O. 


56. Distribute the types cf material remaining in the re ort in 
vp 
the following manner: 


(A) Route detached portions of the certificates with the dupli- 
cate copy of Form No. s, G. P. 30 to the Consignment Unit. 


(B) Route Forms Nos.B. A. 314 and 315 with the original of Form 
No. S. C. P. 30 to the Bookkeeper. 


General 


5%. The Audit and Review Unit shall use blue pencil in making all 
notations and corrections. 


58. The Chief of the Audit and Review Unit shall prepare each 
day a cumulative and daily report of the following: 


(A) Amount, as expressed in dollars and cents audit. 


(B) Number of reports transmitted to the Bookkeeper and the Con- 
signment Unit. 


Note: This information should be taken from Form No. Sx Oe Pa wee 
SCHEDULING UNIT 
59. The scheduling of all checks will be performed under the di- 
rect supervision of and in accordance with the methods of the Adminis- 


trative Audit. For this reason the details of such operations will not 
be dealt with in this procedure. 


oo 


Hi OORRESPONDENCE AND ADJUSTMENT UNIT, 


60. The Units for Correspéridence and Aa thatmente will combine 
their activities during the audit of Special ese Sales. Reports. 


61. The instructions to all other Units aS. Bodtvainad herein 
shall govern the activities of the Correspondence. and. Adjustment Unit, 
Should a case arise which is not specifically dealt with by these in- 
structions, it shall be referred to the Office of: the Manager for a de- 
Cision with reference thereto. 


62. An Adjustment Ledger, Form No. S. C, fe: 33, shall be kept 
for each county submitting a report in which either over or under pay- 
ments occur that must be adjusted. The Adjustmént Ledger shall be 
Opened and closed at the direction of the Bookkecper. The informa- 
tion shall be taken from Form No. S. C. P. 30. 


63. Over payments shall be adjustcd by the return to the pro- 
ducer, in care of tho appropriate Assistant, certificate poundage at 
the rate of five cents ($.05) per pound to the nearest five pounds mul- 
tiple which will be fully covered by the over payments. This may not be 
offset by an under payment’ on another transaction, 


64,: Under payments shall be ‘correeted by securing an additional 
payment from the producer, by contacting the appropriate Assistant, of 
an amount to fully cover the certificnte poundage received by such a 
producer. This may not be offset.“by.an overpayment on another transac- 
tion. Note: All correspondence in this connection should refer directly, 
with a full description of the certificates bought, to the form of remit- 
tances employed. 


655° Notices of any-errors in the preparation of the report shall 
be forwarded to the appropriate Assistant. 


66. <A copy of ck gccpee eon oer in addition to the required 
file number, must de annexed to the report in question. 


THE BOOKKEEPER 
General Instructions 


67. The Bookkeeper will use the Forms to be hereinafter pre- 
scribed for recording purposes. ‘County accounts will be grouped alpha- 
betically in a separate binder for cach State. However, in the case 
of 15 or less accounts for a particular State, one binder may be used 
for such States, provided that not more than five States are combined 
in one ledger. Esch account must be properly coded with the name of 
the Assistant and the name of the county heading the account. 


68. Whenever County Assistants are changed for a particular 
county, a new account will be opened for the new Assistant of the county. 
This new account must be placed in the binder immediately preceding the 
account of the retiring Assistant. When the records are clased for 
such counties, a dead shect must be inserted to give a summary account 


wm Lo = 


for the two or more County Assistants, thereby giving a complete 
history of the sales for such counties under the Assistants. 


69, Although the county accounts are arranged alphebetically 
for a State it is important that an account for each Assistant be had. 
Whenever one Assistant has two or more counties in vhich sales are made, 
the Bookkeeper shall.combine such counties into one account for the As- 
sistant. Such accounts shall be broken down and dead sheets inserted 
covering sales of each county involved. This will provide a record 
from which statistical information may be obtained. | 


70. No entry is to be made in any account unless a basis of 
entry is had by the Bookkeeper. If a correcting entry is made, red ink 
is to be used to block out the entry while regular blue ink is to be 
used for the correct entry. i : 


~~ oar 


“1, It is advisable for the Bookkeeper to keep the total in 
each column of his record up to date in order that information may be 
furnished immediately. 


72, The above instructions apply to the County Control Record, 
Form No. §. G. P. 31, and the Remittance Ledger, Form No. S. ©. Pe Bee 
These Forms are described in detail in this procedure. Form No. S. CG. Pe 
33, the Adjustment Ledger, will be kept by the Correspondent under the 
supervision of the Bookkeeper. A total of this record for each As- 
sistant should be the difference between an Asgistant's record on the 
County Control Record, Form No. s, 0. P. 31, and the Remittance Ledger, 
Form No. Ss C. P. Se. . 


USE OF FORMS 


State Control Record, Form No. S. C. Pe 35. 

23, This form is to provide a record by States for the pounds 
detached and sold, the amount receivable, the number and scrial numbers 
of certificates used in sale, and the certificate poundage thereon. 
Other than a record by States of sales, this Form will serve as a check 
against the county accounts within that State and thereby verify the 
accuracy of the postings to the county accounts. Upon receipt of the 
audited Sales Report with Form No. S. CG. P. 30 from the Audit Section, 
the Bookkeeper will record the findings in the proper column on Form 
No. S. C. Ps 35, After making the entry to satisfy the columnar..infer- 
mation in the State Control Record, the sales Report and the Audit 
Sheet are stamped to show that a posting has been made to that record. 


County Control Record, Form No. S.C. Pe Ok 


74. his Form will constitute an accounts reccivable ‘record for 
each County Assistant. Space has been provided for mthorized poundage « 
An entry will be made from a copy of the authcrization sent to each 
Agsistont in vhich the number of pounds guthorized is given. This copy 
will be stamped to.show its recording. The Bookkeeper should be in a 
position to inform the Pool Manager if poundage has been sold without 
nuthority. The audited sales report as recorded on Form No. S. ©. P. 35, 
will serve as a book of original entry for this record. 


ie ae 


The entry will be made as described for the State Control Record. If 
the findings of the Audit Unit show that Sales Reports are to be ad- 
Justed, the Bookkeeper shall refer such Reports to the Correspondence 
Unit for adjustment. (See Paragraphs Nos. 59 through 64) If all 
necessary entries have been made, the Bookkeeper will return the audited 
Sales Report and Form No. S. C. P. 30 to the File Clerk. The Book- 
keeper should be in a position to determine whether or not Sales Reports 
are being received and audited in consecutive order. If consecutive 
order has been disregarded, he shall conduct an investigation and pro- 
perly adjust the condition upon the basis of his findings. 


75. This Form provides a record of remittances received by States, 
When a copy of the original schedule is received from the Scheduling Unit, 
the Bookkeeper will use this as a basis of entry for columnar information 
on original schedules. When checks are returned by the Treasury Depart- 
ment attached to a debit voucher for correction, the debit voucher will 
be used as a basis of entry for the columnar information under the ad- 
justment section of the State Remittance Control Record. Other adjust- 
ments, i.e., of an arithmetical nature, are supported by a basis of 
entry addressed to this Section. When a check is corrected and resched- 
uled an entry is made to show its return. The Bookkeeper will receive 
a receipted schedule of collection to show that funds have been formally 
deposited with the Treasury Department. This schedule will be used as a 
basis of entry to show the columnar information on the receipted sched- 
ules, in all cases the basis of entries will be stamped to show in which 
record the entry has been made. The record will serve as a verification 
of remittances for the State or against the counties within the State. 


Remittance Ledger, Form Noi. §. C. P. 32 


76. Remittances that have been schedule for a report will be 
posted to this ledger by counties. Entries are made for the original 
scheduled collections, debit vouchers, collections rescheduled, receipted 
schedule, and information as described in the procedure for recording 
to the State Remittance Control Record, Form No. S. C. P. 36. In each 
Case a basis of entry will be stamped to show it has been posted to the 
County Remittance Record, Form No. S. C. P. 32. These schedules of col- 
lections and other memoranda of entry will be filed by State designations. 
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Form No. S. C. P.-46 
U.S. DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
Division of Cotton 


ms " 
PRES AT Be 


enmeuie Era 
Statement Supplementing Trust Agreement to Place Certificate(s)in_ Natiqnal Sur lus 
Cotton Tax-Exemption Certificate Pool bighe yh eo BS 


— Foe 5- 
INSTRUCTIONS TO PRODUCERS Rake tee 2 1936). 8 


Each question or statement of intention listed by number immediately following the,descriptiom1 | \)"° 
of the discrepancy must be answered or fully completed. If more space is ecded separate sheets 

bearing the State and county and serial number of the pool trust agreement to which it relates may : 
be used. Such additional sheets must be firmly attached to this form and jcontain a reference to 3 
the particular question or statement of this form to which they relate. Signatures must be in ink... 

or indelible pencil. Each signature must be witnessed. The certification oef-either*the County 

Agent or the Assistant in Cotton Adjustment for the county is required before this document can be 
considered; it is not necessary for both to certify. This form when executed, and other required 
documentary evidence, must be attached to the original of Form No. B. A. 316 (or Form No. B. A. 339, 

or Form No. B. A. 116, or Form No. B. A. 330, or Form No. CR-B. A.-201 B, as the case may be) and 

returned to the office of the Pool Manager with the cotton tax-exemption certificate(s) (in the case of 

Forms Nos. B. A. 316 and 116) and received by that office not later than 20 days from the date shown 

above. 


‘ (State) (County) (Trust Agreement (Full name of producer asshownon Trust Agreement) = # = 
Serial No.) 


_ Approval of the above-captioned Trust Agreement has been withheld by reason of the fact that the manner of its execution does not clearly 
indicate the intention of the party or parties having an interest in the certificate poundage tendered thereunder. The following facts are noted: 


The following questions are intended to develop an explanation of these facts. To permit the further consideration of said Trust Agreement 


ee PEL CO AIUORODR IND es lost eis ate oa eal ath la geek, Oe nis We ee Ss A be eat ee a 
1. Was said Trust Agreement executed by or for: An individual, coowners, a partnership or firm, a corporation, an estate, a minor or incom- 


petent, or a trusteeship? -_-___-_-_------- LEM py Fc ect oh eh Ret pe ees Be 
2. Did the beneficiary (benificiaries) intend to affix his (her) (their) signature(s) to said Trust Agreement although such signature(s) was (were) 


(Name(s) and 


address(es) ) 
4, The “Producer’s Name” appearing in the heading of said Trust Agreement was intended to appear as follows, which is the correct name: 


(Sign here exactly as name appears at left) 


Coe trnisxitie ie) MERTINEIEC Aer Bae TINGE A greeMlenit 220 ooo te garreancp chs payee Pete Wplesecsmaperd Nel dbdeueenscceaiactulci os » who is not shown as a 


producer in the heading of said Trust Agreement, intended to sign as an ___________-___--_------------------------- = (State whether attorney- 
in-fact, coowner, partner, executor, administrator, etc.) 
Note.—If said signature should not have appeared, then a full explanation of the error should be made on an additional sheet of paper, which 


must be firmly attached hereto, and a statement to this effect secured from the person(s) whose signature(s) was (were) so improperly or improvi- 
dently affixed or a satisfactory explanation of the impossibility of securing such a statement must be submitted. 


Pee TCR Put SS PTOMIDONt Was EXeCO CR DW arco 7 oan ote ee atin ne aed Mees de ives sienna cance water sha » a partnership (firm) by 


was omitted. 
Pe eruncersicned intended and imtend that, 2. ¢ o.oo eave ant wens cdl oeemcc eee ee cen should and shall have authority 


(Name of person who signed as Agent) 
as attorney-in-fact for the undersigned to surrender the surplus cotton tax-exemption certificate(s) of the undersigned attached to said 
Trust Agreement to the 1935 National Surplus Cotton Tax-Exemption Certificate Pool for and on behalf of and for the benefit of the under- 
signed and to execute the trust agreement form(s) prescribed by the Secretary of Agriculture for such purpose; and such act of tenderin 
such certificate(s) under said Trust Agreement for inclusion in and pro rata aate through said Pool was fully authorized by the undersigne 
who hereby ratify and confirm such act of said attorney-in-fact. 8—9753 


9. The undersigned, being all the heirs-at-law of --.----.--.----------------------------- noone tenon 


, hereby represent that we intended and intend that onc b opie eect dee wheeler ee ade ea ae a te 


as our trustee (attorney) should have authority to surrender our surplus cotton tax-exem tion certificate(s) attached to said Trust Agree- 
ment to the 1935 National Surplus Cotton Tax-Exemption Certificate Pool for and on behalf of and for the benefit of us and in our names 
and to execute the trust agreement form(s) prescribed by the Secretary of Agriculture for such purpose; to designate the payee in whose 
favor the check(s) is (are) to be drawn in case the undersigned are more than five in number, or to have the check(s), for payment(s) due 
under said Trust Agreement drawn in favor of said trustee (attorney) for the purpose of distributing the proceeds thereof in accordance 
with his trust obligation; and the act of tendering such certificate(s) under said Trust Agreement for inclusion in and pa rata sale through 
said Pool was fully authorized by the undersigned who hereby ratify and confirm such act of said trustee (attorney); and we hereby recognize 
and agree that the Secretary of Agriculture and the Manager of said Pool are under no obligation to see to the distribution of any payment 
made to said trustee (attorney). 


10. The undersigned intended and intend that -......-..----------------------------<---2----s-2--oo-nn pte our trustee, should and shall have 


(Name of person who signed as trustee) A : 
authority to receive the check(s) covering payment(s) under said Trust Agreement under which our surplus cotton tax-exemption certificates 
were tendered to the 1935 National Surplus Cotton Tax-Exemption Certificate Pool; to authorize the Secretary of Agriculture to draw 
the check(s) covering the payment(s) due under said Trust Agreement to the above-named trustee; and intended to an do hereby release 
and discharge the Secretary of Agriculture and the Manager of said Pool from any obligation to see to the distribution of any payment 
made to the above-named trustee under said Trust Agreement. 


11. The undersigned corporation, a corporation organized and existing under the laws of the State of __.--.------------------------------------------------ 


and having its principal place of business at ----------------------------------------------------- in the State of ..---22-222nb asco eae eden ican anenasasnaee 
(a) Has adopted a corporate seal, (b) Under the law of said State is not required to adopt a corporate seal and has not adopted a corporate 
seal. (Strike out the inapplicable clause.) 
12. It was fully intended at the time said Trust Agreement and/or its related documents and papers was (were) executed to, (a) Affix the corporate 
seal thereto, (b) Insert therein “No corporate seal required or adopted.” (Strike out the inapplicable clause.) é 
13. It was the intention of the undersigned at the time of submitting said Trust Agreement to submit proper documentary evidence of the appoint- 


ment of the undersigned a8 -_--..-----.---------------------=---------ne-nennn eee of the estaté Of ooo. ceeccenec et ceey eee ce eee eee aannnnennnnnnnennnnnnn een ’ 
deceased, and proof of such appointment and that such appointment is still in full force and effect is now returned with this statement. 
14. It was the intention of the undersigned in submitting said Trust Agreement to submit therewith proper documentary evidence of the appoint- 


ment of the undersigned in the capacity of __---------------------------------------------------- Of andrea dicen ee neiiencacengeeesamoan ne ee eee aan ps estan arn 


WG 182-22 -<-- aces Beso ee ecb hes cetsonpnvo dena gon ne eee and proof that such appointment was made and is still in full force is now returned with 
this statement. 

15. Was it the intention of each of the undersigned beneficiaries under the trusteeship to place in the 1935 National Surplus Cotton Tax-Exemption 
Certificate Pool for pro rata sale their proportionate shares in the surplus cotton tax-exemption certificates listed in said Trust Agreement 
and to set forth in an acceptable schedule their proportionate shares in said certificates (expressed in pounds) and the proportionate share 
in said certificates (expressed in pounds) of every other beneficiary under the trusteeship who did not intend to participate in said Pool? 


Answer YES or NO: --_------------- (Lf the answer is YES, such a schedule properly prepared, such as Form No. B. A. 332, must be appended 
to said Trust Agreement.) 
16. Was it the intention of the above-named producer(s) that the surplus cotton tax-exemption certificate(s) tendered under said Trust Agreement 


bearing the serial number shown in the caption above executed on Form No. __------------------>-------2------------7 should be placed in the 1935 
National Surplus Cotton Tax-Exemption Certificate Pool and that pursuant to such intention said Trust Agreement shall be read and 
construed as if each and every alteration therein had been made which is necessary to make it precisely a copy of Form No. B. A. 316? 


Answer «¥ HS 'or INOs 22 2ec-seenss 


IN WITNESS WHEREOF and as further evidence of the intention of the undersigned to place in the 1935 National Surplus Cotton Tax-Exemption 
Certificate Pool established under section 55 of Regulations (B. A. 219) prescribed by the Secretary of Agriculture the surplus cotton tax-exemption 
ertificate(s) particularly described in the trust agreement referred to above, (1) I (we) have hereunto set my (our) hand(s) and seal(s)!, (2) The 
undersigned officer of said corporation, acting pursuant to authority of said corporation, has signed this statement for and on behalf of said 


corporation and affixed hereto its corporate seal', this --------------- ON at) SR ERAN Hs RT OP ON. , 1936. 

See ei eer nce muni wenadacncatteeuesedndaddvadoiscmmapceusadonsgedemeoes —) \u/setuwer em laiphenes nie eter ig ee ste ate mati a a [SEAL] 
(Witness to signature) (Signature of Principal)? 

Fe ne on ebbames ape eR on cceeatececwcaeeenme | cece hese abn nme aerial ae ee et a ee [SEAL] 
(Witness to signature) (Signature of Principal) 

Ro niin eo crnemen coc ccene cece noncuieeaunnbapiemciecnieatecckOyGNOR” |. \ alive siphen'ssenaw nH pti asm ai wie Gg a se ae [sEAL] 
(Witness to signature) (Signature of Principal) 

fe nny eunyhl, ohimene oe [seat] 
(Witness to signature) (Signature of Principal) 


1 In case of individual or partnership or firm, strike out clause (2). In case of corporation, strike out clause (1). 

2 Lf executed by a corporation, the name of the corporation should be inserted above the space for “Signature of Principal’? and the word “‘By”’ inserted before the signature, and 
the officer signing should insert his official title after his signature and affix the corporate seal. If the corporation has no seal, insert below the signature the words “No corporate seal 
required or adopted,’ and strike out the words “and affixed hereto its corporate seal”? above. ‘The officer signing must be an, officer of the corporation who is authorized by the 
corporation to act for it in the matter. 

If executed by a partnership or firm, the name of the partnership or firm should be inserted above the place for “Signature of Principal”? and the word “By”? inserted before the 
signature, and the member of the partnership or firm authorized to sign on behalf of the partnership or firm should insert his title (as “A partner’) after his signature. 

If executed by coowners, each coowner must sign. 

If executed by the heirs-at-law of a deceased producer, every one of such heirs must sign individually. 


The foregoing statements and responses have been examined by me on this -_____-______- Cay Of aso ace ciips emetic te mone ae , 1936, and are to 
the best of my knowledge and belief true and correct. 


Behe teat hn gtewncta doa cconecs the cidade seen the see unui aeauan came er Gounty 2222) bec psen enon ee eng cette eae eee etn an ah Rene een etree 
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